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1.EETER Job title (F#k Grade 6 /EBFFMLAD 3 ) EEAH 4 SFSE & Arca of Consideration
No. of Recruitment |Z I MLC/IHA %8 (5% RA)
Current MLC/IHA Employee within Activity
Budget Analyst, #21 5 MLO/IA 5% B (B ENE )
(%gﬁ*ﬁ'M) 1 % Current MLC/IHA Employee in commuting distance
R TTHEIE TR #R Acceptable Trainee Level: 1-5 X EMLCMHAREE(EHEBXE)
EZEER R T EEA R EA [ EER Current MLC/IHA Employee Japan Wide
Administrative  Blue Collar Trade Security Medical X1 4} &8 Off Base Applicant
2.8BBK Activity
Naval Facilities Engineering Command, Far East
Financial Management Department (FM15), 5.7 D& Type of Employment
Business Operation Division, D MLC
O&MN Funds Branch (FM152.1) [] HA
g’]ﬁiﬁﬁﬁ' Working Place:ﬁgﬁjﬁﬁi /:EET Tomari-cho, Yokosuka % ﬁf‘sﬁﬁﬂ] HPT
3. BNFEEERT Work Schedule (3840 BERS%] hrww ) = B%EE i?m,lar;ent .
7% H Work Days: Mon - Fri # Limited Term (__» A Months )
ENF5E5MA - {KB8 Work Hours/Recess Period: 0800 — 1645/1200 - 1245
[] #2%) Night Shift X #& % Overtime X 3k Business Travel

6.FEFE AN Duties
See attached for detailed duties.

1.EREHY . BASEH Qualification/Physical Requirements

a. One year of specialized technical or administrative work experience equivalent at 1-5 level in the related work. If applicant does
not have such specialized work experience, master’s degree in a related field may qualify him/her at 1-6 level.

. Knowledge of concepts, principles, and regulations of budget, financial management, and contract administration.

. Knowledge of methods and procedure used in the double entry bookkeeping.

. Skill in formulating and, presenting budget estimates and executing approved budget.

. Skill in operating personal computer with knowledge of advanced function of Microsoft Office such as Excel, Power Point, Word
and Access.

f. Ability to speak, read and write English at fluent proficiency level (LAD-3).

g. Ability to prepare and analyze financial reports such as monthly cost/revenue report.

* An applicant who does not fully meet the qualification requirement stated above may be considered at a lower grade level as below.

1-5: One year of clerical, technical, or administrative work experience equivalent at 1-4 level in the related work. If applicant does

not have such work experience, completion of 4-years college/university in a related field may qualify him/her at 1-5 level.

*A handicapped applicant may be accepted, depending on the degree and kind of disability.

o o0 o

ﬁ%ﬁ | English Language Proficiency : DL[Z\EU L None D*)J fﬁ& Basic |:| h ﬂ‘& Intermediate |Z|J:?'f‘& Advanced D#é-fﬁrxho)ﬁg A Exceptional

2P Educational Background : N/A | $REFEL.1& T &L License/Certificate Required : N/A
8.17H 9 51 M Application and Associated Documents BRI Working Condition

*[X] 22 -5 F#E Application for Vacancy Announcement (HROY Form 1) http://hro.cnfj.navy.mil

*X] EPIRE TSR Resume of Specialized Work Experience (HROY Form) http://hro.cnfj.navy.mil
*MEEAIL Complete * in [] HARIET Japanese [X| #EET English [] &% 5 T3 Either

X #EDEENEIHET 53 DDE L Certificate of English Proficiency (Copy)

X 80 AtIF BT L. EHBEDEESRS AT KL £ E LV RIEAHE (12cm x 23.5cm)

12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 80 yen stamp (MPS is unacceptable.)

B &5 for Job Inquiries 1R 5 Office to Submit EHEH For Official Use
T238-0001 A1 RA&ZAE AT 1 Fith, Box 22 PD No.: FEC-FM152.1-004
HLUEE BLEF Office 1 banchi Tomari-cho, Yokosuka, Box 22 . .
N sz a0 A 0= g is accurate and current.
NAVFQC FE, MF 132, KBEHAEEMKE S NSHERZ Certified by Activity: mt
Thv / f=%h COMNAVFJORJAPAN, Human Resources Office (HRO)
®046-816-7462 / 7275 ) MLC/IHA Employment Office .(Nl 31D) HRO: ah8/12 ms 8/12
E& 046-816-8152  (PI#R/Extension) 243-8152

IEEEEZHEZLTVWEWNMEE EZEDORRIZEY £FH A, Incomplete applications will not be considered.
RHESINF-IGEEFEIEHIR L LEFHEHA Submitted applications will not be returned.



Task List

1. Accountable Officer: As a designated fiduciary agent, the incumbent performs the funds validation
function of funds received at all local ROICCs in Japan, Korea and Diego Garcia under NAVFAC FE from
various Navy, DoD and non-DoD customer activities. Ensures financial documents received (e.g., Military
Inter-Departmental Purchase Request (DD 448), Order for Work and Services (NAVCOMPT 2275), Request
for Contractual Procurement (NAVCOMPT 2276), etc.) are proper for the services and/or materials requested
and in compliance with government statues, DoD, DON, CMC, etc., policy and regulations before providing
Obligation Authorities (OA) approval. Verifies the propriety and validity of the fiscal year of funds cited on the
funding documents, the accounting classification, the actual availability of funds for obligation and expenditure
purposes, and ensures compliance with applicable DoD regulations, policies and procedures. Ensures propriety
of Supervision, Inspection and Overhead (SIOH) rates and SIOH funding in support of the corresponding
contractual actions; and provides policy guidance on funding improprieties. Interprets accounting and policy
guidance from higher authority and provides implementation guidance to ROICCs under NAVFAC FE.
Provide Commander, NAVFAC Pacific with reasonable assurance that transactions are properly recorded and
accounted for to permit the preparation of reliable financial statements and to maintain accountability over
assets. Signs electronically built/processed OAs on the Facilities Information System, executing their
responsibility for ensuring the proper assignment of funding on an obligation document before the obligation is
incurred. Provide reliable information to certifying officers for them to use to certify payments. Responsible
for ensuring a system of internal control is in place to minimize opportunity for erroneous payments, complying
with all applicable DoD regulations and other guidance, and providing timely response to inquires initiated by
Reviewing Official. The incumbent is pecuniary liable for erroneous payments to the extent that such payments
resulted from professional negligence on their part. Coordinates distribution of listings provided by NAVFAC
Pacific for validation reviews of outstanding commitments, unliquidated obligations, and available balances.
(60%)

2. Budget Formulation & Execution: Participates in the formulation work involving preparation of annual
and multi-year budget projections for Operating Targets (OPTARs) and Resource Allocation Plan (RAP)
funded by Operation and Maintenance, Navy (O&MN) funds for NAVFAC FE. In addition, participates in the
execution of O&MN funds to take all necessary actions to optimize allocation/sub-allocation of OPTARs within
NAVFAC FE in a timely manner for effective and efficient control and execution of the funds. (25%)

3. Section Leader: Performs in the capacity of team leader of e the O&MN Operations Branch providing
necessary guidance/assistance/training to three (3) MLC employees, i.e., one (1) Budget Analyst #21-6, one (1)
Program Analyst #166-6, and one (1) Program Analyst #341-5 and assures that the section is performing within
the published guidelines of the DoD/Navy/NAVFAC financial regulations/manuals/instructions. Administers
the personnel and timekeeping matter of these employees.  (15%)

Performs other related or incidental duties as assigned.



